
FOR AGENCY USE 

4pplication Date 

Wplication Number 

Susan Davis Records Management Offiver 656-5561 
3. Anion Reauested 

1. Agenq Address FOR RECORDS MANAGEMENT USE 
Applicariw, Number Georg~ia Department of Corrections 

2 Martin Luther King, Jr. Dr., S.E. Date Received Date Complned 
East Tower, 7th Floor, Atlanta, GA 3033f 

Facilities Div., Inamte Affairs S,ection A6-17- & 
MAR lgsf I MAR 2 6 1987 

a. Dates of Series 
Earliest Latest 
1972 Present 

7. Record Series Desuiption This fi le mntains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

5. Records Series T t l e  (followed by tide usd in office: if different) 

Inmate Claims against the State Files 

Documentsrelating to: Investigating claims filed by state inmates with the State Claims Advisor] 
Board requesting monetary compensation for lost or stolen personal property, and preparing 
"Statements of Findings and Recommendations" relative to the claims for submission to the Bo: 

supporting documents, copy of grievance form (if used as evidence), G.S.P. Grievance 
Committee Report (if G.S.P. inmate), Inmate Log, Inmate Personal Property Inventory Sheet, 
Inmate Affairs Section Investigator's Report, recommendation for disposition of claim 
(from Deputy Commissioner of Facilities), notification of decision made by the State Claims 
4dvisor, Board, and Inmate Claims Log Book. 

lndudedare: "Official Notice of Claim Against State" form, Claimant's Sworn Affidavit, 

Fileisarranged: chronologically by year; then by institution except for G.S.P. which is by in- 
stitution, then by month. 
B. Monthly Reference Rate How often are records referred to which are: 

0 
One to six months old 6 ; Seven to twelve months old 3 ; Thirteen to twentv-four months old 1 
twenty-five months and older 

9. Annual Rate of Accumulation of Records 

Lettersize drawers ; Legal-size drawers ;Shelves ;Other (rpxify) 

? 

1. 



, _ _  .- __ _. .._, .~ A .  

x 
31 

Y 

2 .  
x 

I I If not. where i s  i t 7  

b. Does t he  series contain confidential information requiring security handling? If yes. cite law or regulation. 

c. Is this a vital record? 
d. Does this series have historical or long term research value? 
e. When one or two documents in the file make it necessary to keep the entire file for a long period, wuld these 

documents be schsduled seoaratelv? 
f. I s  the information wnuined in this series ever DublishedZ I f  vet  attach cow. 
g. I s  the infwmation contained in this series ever analyzed andlor recorded in a summarized report? 

If vet  attach w v .  
h. Is there a duplication of this Series in your office, or in another office or agency? 

If v e t  where? 
i. Is this series Lor a tn&cjwrPon of itl reaularlv m b o f w ?  

Doest he rewrd series r m l t j n  w u t  er LNURCW~. 7 L ~ 11. 1 

years. d. Audit period years. a. State Law 5 
b. Statute of limitation ~ ~~ ~ ~ years.~ ~ -. e. Admininrative need ~ ~ I years 
c. Federal law years. Federal retention instructions years. 

Attach wpy or excert of laws or regulations. Explain administrative need. 
h - Copy of Documents excluding the Inmate Affairs~~vestigator's Report in the 
Fleet/Risk Management Office. Ini t ia l  claim and Deparmnt's response f i l e d  w i t h  C l a i n s  

unclaimd f Advisory Board 
).C.G.A. 4-12-199 Inmate property. including fun&. not D-d m & m d a  i l /f ive p e a  
12. Approve4 Disposition Instructions 

. 

This agenq recommends that the fi le series be cut off at  the end of each: 
0 Calendar Year; Fiscal Year; Other then, 

XI Hold in the current files area nmnth(s) 1 yeark); then 
Transfer to local holding area; hold 

XX Transfer to State Records Center; hold -4-year(s); then 
XX Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ISpecifyI 

year(s); then 

These instructions apply to al l  prior and future accumulations of the series. 

3ewmmndations in para- 
raph  12 are approved. 
'If disapproved, attMh letter 
,f exp1anation.l 



urr--m biATE 
DEPARTMENT OF ARCHIVES AND HISTOR 

RECORDS MANAGEMENT DIVISION 
~- 

INSTRUCTIONS: See PublioUon No. 76-RM-1 for inmucCions on completing this form. F w r d  signed original to 

Facilities Div., Inmate Affairs Section 
2 Martin Luther King, Jr. Dr., S.E. 

1972 I Present Inmate Claims against the State Files 
6. Division nd mica Fundon &'hat is dre function of rtP Division and the Office in which th is  record series is created? 

Inmate Affairs Section . .  The- . is responsible for receiving offenders 
sentenced to be incarcerated, monitoring their movements within the system 
and assisting their return t o  the connnunity. 
thece functions through utilization of classification procedures. 

The division administers I 

s 
Ooarmna relating fo: investigating~claims filed~ b state inmates with the State Claims Advisory 

Board requesting monetary compensation for I est or stolen personal property, and preparing 
"Statem&ts of Findings and Recommendations" relative to the claims for submission to the BC 

"Official Notice of Claim Against State" form, Claimant's Sworn Affidavit, Indudadare: 
supporting documents, copy of grievance form (if used as evidence), G.S.P. 
Grievance Committee Report (if G.S.P. inmate), Inmate Log, Inmate Personal 
Property Inventory Sheet, Inmate Affairs Section Investigator's Report, 
recommendation for disposition of claim (from Deputy Commissioner of Facilities), 
notification of decision made by the State Claims Advisor, Board, and Inmate 
Claims Log Book. 

F i b i s a m w d  chronologically by year; then by institution except for G.S.P. which is 
by institution then by month. 

8. Monthly Referma Ram How often are records referred to which are: 

One to six m t h s  old A: h w n  to twelve m r h s  old : Thirteen to twenty-four months old 1 - ; 
twentv-five months and older -? - 

9. Annuad R a n  of Accumulaoon of Ramrdr 
Ccnn-riza drawers ; Ln).I5lM drawers ; Shalvn :other Iw.citvl - 

- - -_ - .  ..I_-.. .- .I 



n nquiring seaaitv handling? If yes. cim law or regulation. 

1. Rmmlon Alquimmrnn Th. follmhg requinr the reriel m be k ~ t :  

~a. sanlm . Vson. d. Audit period years, 

L Federallaw wax f. F.dtnl remntion i n d o m  yean. 
ycm. 5 b. Sutum ot limiotion yun. e. Administntiw red 

~ t ~ h  o ~ p y  or ~ X O R  of bm or regulations. Explain adrninisuatiw med. 

h - Copy of.Documents excluding the Inmate Affairs Investigator's Report in the 
FleetlRisk Management Office. 


